
Form Builder

What Can I do Here?

• Create a form within a content page
• View the responses you’ve received 
• Export information and reports
• Manage responses to form inquiries



Form Builder

Building a new form

• Clicking “manage forms” on the main 
dashboard will bring you to this view

• View all current forms
• Click the orange “Create New” button 

to begin a new form

Pro-tip: Love someone’s form? 
Don’t re-invent the wheel. Hit 
“copy” next to the form you love 
to save time.



Form Builder

Building a new form
• Complete Title, Description
• Click the Create Content Page. Two new 

options appear. Select a department. Then 
select a Layout Template, you must choose a 
layout with with Form Builder option: Main 
Content Page, Hospital Subsite, Service Line 
Content, Content Full Page or Careers 
Content Page with Form Builder

• Click “Secure Form” and “Captcha” for all 
forms

• Click “Save and Continue”
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Setting Up Email Info
• Check the Email Info box
• Select “Edit” to bring up the Email Information 

form. 
• Enter email address(es), separated by 

commas
• Select Form Field from Addresses
• Subject: Enter the title of the form (web form)
• Select the “Include user input” box if you 

want the information emailed to the recipients
• Select “Apply” to save



Form Builder

Setting Up Thank You 
Page Content
• Selecting this option will create a thank you 

page that will appear after the form is 
submitted.

• Check the Thank You Page Content box
• Select “Edit” to bring up the Thank you 

content page
• Type in the Thank you page message and 

click “Apply” to save
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Form Builder Ribbon

Insert short answer area (like 
name, phone number or e-mail 

address)

Format the text on the 
form with H1, H2 or 
paragraph of text

Date select tool 
(ex: preferred date 

for a tour)

Insert default set of pre-
defined fields into your 

form

Insert long 
answer area (like 

comments)

Form upload tool 
(ex: upload a 

resume)

Radio buttons 
(select only one) or 

check boxes 
(select multiple)
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Default Set & Reordering 
Fields
• If you select “Default Set”, these 9 fields 

will populate. 
• If you want to reorder the display of the 

fields, you can use the orange up and 
down buttons or select the item and 
change the number under Order 
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Building a new form
• Insert Name (what you will see) and Label 

(what the user will see)
• Is the user required to answer?
• For dropdowns, buttons and check 

boxes: add answer options one at a time. 
• Be sure to hit “add” after each option
• Be sure to hit “apply” when you are 

done
Pro-tip: Need to add a new 
question in the middle of the 
form? No problem! The items will 
re-number themselves to 
accommodate your new item.
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Other form fields

• Text Area
• Max Length select between 200 and 

500 depending on the length of the 
answer

• Size: 10 rows
• Radio or Checkboxes

• CSS: add “radio-section”
• Dropdown state listing

• CSS: “drop-select-three” and 
Options: “States”
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Accessing form data

• On the forms list, select “Reports” 
from the form you want to retrieve 
data

• View the form details or export the 
information into a xls spreadsheet by 
selecting “Export”

• To export all the information, select 
Export All at the top of the page

• Once viewed, you can change the 
status from “New” to “Archive”


